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POUCH LETIER TO ALL SSU MISSIONS RE TRANSFER OF SSU OVERSEAS HISSIONS TO CIG
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SUBJECT: Detailed Procedure for Liquidation of SSU Activities Overseas

N
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1. Reference Cable ASH 2680 dated 6 September 1946 signed by the
Director, SSU, edvising that -all SSU overseas esteblishments will be liquidated
at close of bujiness on 19 October 1946, :

2. Every effort was made to include as many essential instructions as
were necessary in the above cables. However, the procedures below are intended to
supplement in greater detail those wiich were mentioned in the above referred to
cables In some cases, there may be slipght duplicationa

PERS ONHEL

CIVILIAW tMPLOYRES

S« In order to facilitate the separation of present SSU civilian personnel
overseas and to accomplish the appointment of. seleotod individuals to the CIG, it
has been determined that all employees so selocted will be appointed at their present
gross annuel salarys After such appointments have been eff'ected, an orgenizational
review of the individusl positions and incumbents will be made by the Personnel
Division, Washington, end adjustments, where necessary, will be made on the basis of
assigned duties and responsibilities.

4+ To carry out the provisions of the liguidation and adhere *o existing
regulations, it is necessary for the Chief of Iission or his authorized representative

to issue a terminstion notice (,Eﬁjv tt%{?_) z%?}’%ﬁi‘v'li&n n}g}ovees. This letter
ridr Totthehtrocts

must be delivered to the employee, & deys pri ve dé%@ of termination,

e as the close o siness 19 October 1946., .. ,= , .. 5 . ¥ . -
OW ; e s s T 7 T
T cmnd e () §s o, T2kl SR e e A .
5. Any 01v11ij2/9mﬁlnyees under your jurisdiction who are not to be

appointed to CIG should be returned to this headquarters by the fastest available
surface transportation,” In any event, all such employees should be enroute to the
United States by 1 Ogtober 1946, In the event arrival in the U.S8, does not take
place on or before 19 October 1946, extensions of the effective date of termination
will be issued by the Washingston Office.

€+ In order tc accomplish the appointrent of employees to the CIG so as
to prevent delay in payments of salary, allowances, etc., the following forms must
be com:leted or signed according %o the following instruotions, and returned so as
to reach this office not later than 1 November 1946,
<Lt __N..rm,,._:?f{,! Rt v ks i Ao ol0 o ' ’W Was allrdlivend, L Ara o

(a) Personnel Aftion Request - Form #37-1 - All of the information & 7#-.

L

which can be supplied by this office will be inserted on the face of the forme
It should be reviewed, information added where required, and signed by the
employee concerned. Likewise, a complete statement of the duties performed
by the employee should be given on the reverse under "Job Description", using
\\\ the space under "Special Qualifications™ if necessary (See Par. 4(b) below).
\\\ggi completed form should then be reviewed and sirmed by the aqﬁhgriipd of ficials

our headquartersgs ¢~ . ionl Lo s o sﬁr - i b, P
Z,,___- d e F:L‘J*’,_,«r!. Al & ,:ff M—\—J"ﬁ@:» 1?_ ‘ l
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(b) Application for Federsl Employment ~ Standard Form #5657 = This
form should be completed in duplicate by the employee according to the printed
instructions and attached to the "Personnel Action Request", The use of this form
will eliminate the necessity for a statement of "Special Qualifications",
which is calle%ifor on t%E;ﬁPersonnel Action Request™, Botl Chjarto s ot
alinad 3 .

(¢) Combined Qath| Affidavit, Declaration, etce - Standard Form #6la -
All required information on both sides of Lhis form should be supplied by
the employee who is to be appointed to the CIG. This form should not be
signed prior to the effective date of appointment, 20 October 1946, and the
signature should be witnessed by any Officer who is authorized to administer
oaths,. ‘

(d) Letter of Appointment = The letter of appointment should.be completed
. ] . " . (1] - .
fro ﬁhA 1? ogpa#EOﬁgggspa 3?4129 the;iger§onnel Q;pn Request”, and signed by

B e $He%" authoriby, Con-

currently with the execution of the Qath, the employee should be given the
letter of appointment, After becoming scquainted with its contents, it should
be signed by the employee as evidenoce of the acceptance of the terms of appoint-
ment and should be attached to the other forms for transmittal to Washington.

(e) Leave Transcript =- Complete informetion geeprding ynused leave
balances standing to the credit of/%é}!;pl%ﬁ?ec's O be appogntid To GiG mitdt be

supplied and transmitted with the other required forms, i {1

(f) Employee's Withholding Exemption Certificate « Form =4 1 = For
those employeesaﬁfh‘?ieasta s will require tax deductions, forms vdﬁ-’%é{"prepared
in this office : 4~tu§3§'r'- ‘separate eovers They should be signed by

the employes, attached to the other forms, and returned to Washington.

(#z) Bond Deduction Form = Treasury Dept. Form #2254 - Forms will be .
prepared in this office for those now authorizing bond deductions. The form
should be signed by the employee for transmittal to Weshington. It is desirable
that no changes in amount of deductions, etc., be made at this time in order thet
delays will not result in effecting,payments of selerv. 7%= 2 PN P Lo

F D'y iwm Aj@&*&wq e ol P G
Te As stated in Parzazﬁ above, it is absolutely essential that sl
of the forms discussed in that paragraph be signed by 4 e{gsloyee and the, was
A%Swed officials of your headquarters,Pand trang?mittzyvla air pﬁéh%é%ghglm
Tt Eien Ol Pors anel sieiein: » SO &5 to arrive not later than 1 November 1946,
Since a great amount of review will be required, any delays in receipt will cause
corresponding deleys in payments of salaries and allowsnces,

o
Y bex
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MELITARY AND NAVAL PERSONWEL

¢

8s When th info?nat% on reguested iwmeﬁ%&sﬁ( 689:}is received,
A : e 2
erring

orders will be issued& Yahis e selecte © persomel to ¢ CIG effective
20 Qgtober 1946,
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FINANCE
PAY ROLL

10. All overseas salary payments and all living end quarters allowances due
vouchered funds employees will be paid to them on the regular pay roll for the period
ending COB 19 October 1946, Since this will represent the final payment of overseas
saelary and L&Q to the employce by the SSU, it is suggested thet overseas Finance
Officers make o complete sudit of past payments to the employee to be sure that the
final payment is correct, The final pay roll should contain the HOtﬁ;izé that tEf;
employees listed thereon were terminated as of (OB 19 Ostober 1946,

ﬁ,_ai_gzw ‘Z::ﬁ. P S § S LI /\;ﬁ%@ ﬁ—%rx:}t%tg
g . " At etk - A ol -
LEAYE Ao flae koo et e enma e &

1le All leave earned by SSU employees should be computed by the overseas Finance
Officers and the balance of unused leave as of COB 19 October should be reported on
"Leave Transcript", form attached, In mses where the unused balance of leave standing
to an employeet's credit is not available, then the dats of his entrance on duty or
arrival at overseas post will be shown end the amount of leave taken while at his
overseas post will be indicateds One copy of "Leave Transcript" will be retained by
the field lission and the original forwarded to the Fiseal Division, Washington,D. C.
A leave transcript must be furnished to Washington covering those employees who

are to be returned to the U.8 &%&ﬁ—fmnﬁ?ﬁm?ﬁpeeeived~ﬁet~iut€r*thEn“t“ﬂctobaf“1946 -

W&P'J&h&tﬁﬁe}}w#@b&« seted-Lan.guch accerued lesve. She. Zf—v“‘--»r"ff
A " d.),, z ha” P I L A S Y S w&u ‘%‘-Mﬂz.‘r*‘w\}‘—uu
GREEVENTS AND CONTRACTS "COVERING RECURRIHG SERVICES “

12. All formel or informal contracts or agreements covering recurring services
_ such as rents, utilities, eto., which were executed in writing in the name of the
i ~ SSU and paid from vouchered funds must be terminsted in writing effective not later
5 then COB 19 October 1946, ithere neoessary the termination date may coincide with the
end of a pay period under the contract provided such date is not later than 19 Ogtober.
Ligusarislhe services themselves may of course be continued and pald for from CIG Special
2F 53 UFunds. Care should be exercised in terminating contracts and agreements to be sure
, that renewals or continuance of the services are possible, and to prevent any loss
<7ﬁLJG“"3?°disadvantage to the government through sacrificing rent advences, desirable terms,
[Mfu atJetey [nlmmediate efforts should be made to settle all outstanding obligations against
the S8U, All outstanding obligations incurred by SSU prior to 20 October 1948 should
' ///—;5_;;id on or before 31 October 1946 from SSU balances in the field, On 1 November
{ 194€ all paid vouchers representing expenditures of vouchersd funds should be for=
Ci&W‘, werded to Washington with a Special Trensmittal Letter in the usual manner. After
éfuﬂamvi51 October any vouchered funds obligations which are presented for payment in the
Fardo Tleld will be forwarded on to Washington for settlement.,
Opliacl,
aee. Por— TRAVEL

%ﬁi lé{ In the case of vouchered funds employees who are under SSU orders in a
travel Istatus as of midnight 19 October 1946, the 8SU orders will cease to be P
effective as of 12101 AM 20 October 1946 and all expenses inocurred after that time-
will be peid from CIG funds. Under no circumstances will travel expenses incurrs’
traveling for the SSU before 20 Qctober 1946 be included on the same voucher o
travel expenses incurred on end after 20 Qctober for the CIG. As previously ” <
structed by cable every effort will be made to restrict travel of emplé?ggé}/ .

month of' October to prevent confusion in connection with their terminatior
appointment by CIG. P g

M‘M 7 B M—u«?;. 2
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U%a Stations and missions should continue to forecast their requirements for
all types of equipment snd supplies which are not procurable locally and forward
requisitions covering such requirements to Veshingtons

lz. As of 20 October 1946, missions and stations are required to teke a complete
and accurate inventory of all expendable and nonexpendable property. The inventory
should be teken by location and forwerded in duplicate to Washington. A sample of -

— ', is attaoched. , This form may be <
reproduced in the fielde G oo .Av‘7an} e A @?Mi »Jeg_,é«» %ijﬁmﬁ.

)

25X1 ,

25X1

TRANSPORTATI ON

1g. It is expected that the Army will continue to furnish transportation
services where they are available, and en effort is beinp made to clear this with
the Wer Department as soon as possible. Therefore, until further notice, such services
should be obtained from the Army.

SECURITY
@' 20X 9A2
,/)i « Personnel to be retained by CIG and who have not previously completed a
Personal History Statement (Form $A-1, semple of which is enclosed), will be required
to do so igpmediatels i-zlggmpleted forms will be forwarded to this office as expeditiously
as pcssible,:?‘%"’ﬂj yasenill Brvtorbhonm  1AHC, ‘

f}é. Each Chief of Mission will submit to the Washington Office in the form of
8 certificate, & list of those persons being retained by CIG whose morals, character,

honesty, ALyt F ol REEHEE™ BRI MG SR RS 5.4 300 195 A BB BRRB RFTERS question.
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Zék/ Chiefs of lissions will also submit & memorendum on esch’individual
who he determines should not be retained by CIG and the reasbn for such determination,

ghj' wwm' . om WA@:'%J T, T G |
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Zj. Effective 20 October 1946 wWill be whidwed to colftinue
such opsrations es are authorized and *directed,

25X9

: cI.€.
24? This termination of SSU end activation of B8 activities webirefidamid will
require all Offices, Missions, Posts, and Stations, and individuels iwesascosgee
utilizing Special Funds in the field to meke an accounting cut-off COB 19 October 1946,

2%1 A new and entirely independent set of books (or series of accountings
as the case may be) must be started as of 20 QOotober 1946,

zkél The éeﬁaration as indicated above must be complote and absolute from an
accounting standpoint,

%g. Special Funds Field Representatives should take the following action re-
garding Special Funds files, records, books and reports: 4

(a) Prepare new books, to be opened as of 20 October 1946 along the
general lines of SSU books now being utilized, For information end guidance
in this direction, s complete set of instructions and prooedures are being
forwarded by Speocial Funds, Washington, under separate cover, to such posts as
security permits, ' -

25X9

(e) New files, and such other records that are maintained, should be prepared
for all individuals, projects, etc., being transferred and/br remaining asotive.

(d) Take such other steps as may be necessary to afford complete segregation
of recordsa.

\ -
Approved For Release 2006/10/19 : CIA-RDP54-00177A000100080019-4



Ll »

%
)

e

- hglgg 3 J‘ii
‘ -G i m} i

(e) oOn'20 October 1946 and monthly thereafter until further notice,

trensfer to the new books an amount of foreign currencies of al 08
required, estimated to be adequate for one month's operation of “detivities.
In the S8U books, this transfer should be charged to "Iransfers - Washington"
with the explenation "In agcordance with Washington instructions by memorandum

) dated " 1In the ﬁ ooks, this trensfer should be recorded in & special
account opened in the control journal under the heading "Balances Forwarded." A
subsidiary record of this acoount should be mainteined deteiling the exact type,
arount and reate of all funds so transferred. The transfer should be adequate to
cover the month's operations so thet additional trensfers will not be required
during the month,

Approved For Release 2006/10/19 : CIA-RDP54-OO177A00010008&9']@“F9-4ﬂ,ka Q?T

c;ée'l./ SS8U books and records should be reteined and in the present forme The
new ‘98 Special Funds sccounting nd pay roll procedure referred to in Paragraph
29(s) are applicable only to the &'%inancial records and are not to be applied to
the SSU fineneial records during the final liquidetion periodes

Sﬂ All outstending accounts and advences should be ocalled as at 19 October

1946, Where it is impossible to obtain accountings on or near that date, the account-

ings should be obtained as soon thoreafter es possibles If the period cavered by
accounting extends beyond that date, two accountings should be rendered —- one up to
and including 19 October 1946, and the other to start with 20 October 1946, As
accountings are submitted through 19 October 1946, expenses and other transactions
should be recorded in $SU books and the balance outstanding should be transferred to

CT 628 books in the following meanners:

() In the SSU books, charge or credit "Transfers - Washington" itemizing
each transfer ang ldentifying clearly by name or appropriate symbol with the

explenation "In accordance with Washington instructions in memorandum dated
1
v

c .G
(b) In the MBE books, such transfers should be recorded in +the control
Journel in the special account described in agraph 29(e) above, and details

of each transfer, ineluding type, amount and’ rate comprising the balance as
being trensferred, should be recorded in subsldiary records.
cT.6.
34e Upon receipt of HEE funds from Weshington, the procedure for cash transfers
described in paragraph 29(e) above should be discontinued, and the cash balences ree
maining on SSU books should be held separately and retained pending specific in-
structions from Washington as to disposition.

Sds 0ld trensactions, claims and okligations incurred prior to 20 October 1946
should be liguidated with funds held on the S8U books and recorded therein,

3&3 A complete report should be issued Prom 53U books as at COB 19 October 1946,
Beginhing with 31 October 1946 and continuing until sSU books are closed, two separate
monthly reports, on a cale d cmorith basis, should be issued to Washington, covering
the activities of SSU sng wréspeétively.

? : cI.G, ‘

38+ There should be included in the monthly MB® reports a schedule of the
account "Balances forwarded", detailed to show the amount, type, and rate of all
funds trensferred and the amount, type and rate of funds comprising the balance of
advance accounts transferred.
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3 All transfer of account notices and other memoranda issued after. =,6,
19 October 1946 should clearly stats whether the transaction is for SSU or I8@
recordss

3?1. Information necessary to establish new pay roll records as of 20 Qctober
1946 will be found in the forms and instructions issued to handle these forms in
that section of this letter dealinp with Personnel. :

38« All contracts end agreements covering recurring services, such as rents
and utilities, now being financed with Special Funds should be handled in a manner
that is compatible with security and operational requirementss.

3" Any questions vﬁlich arise in comnection with the above procedures which require

clarlflcatlon bv ‘;as{mrfton should be recmested by cable as soon as possible.; dewemd-
0%y ket B TR ERe seb—in-the-above-cutlined. p: GO —

:neume%e—-saw :ﬁjﬁm&@ﬁg iel that th:.s be--done—in-order thet HWashlnrton- oan rry--oadeo.
ite- apm—r‘sf"ﬂw*m;rsﬁsr
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Attachments
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